IUCC Combined Seminar Series Procedures & Responsibilities
IUCC Seminar Director/Coordinator
· Responsible for overall organization, coordination and initial communication of the annual IUCC Combined Seminar Series.

· Enlists the support of the Directors of IUCC, Adult Hematology/Oncology, Walther, Wells Center and the Program Leaders of IUCC to determine and fill the scheduled seminar dates.
· Maintains the master calendar of scheduled speakers, dates, hosts, and departments.

· Coordinates the completed series’ speaker notification once the seminar speakers are chosen for the year.  This should be completed by June 1.  Notification letter should include request for presentation title for poster publication. 
· Coordinates the annual Seminar Series poster production and placement.
· Provides information to IUCC administration for maintenance of the IUCC Seminar Series website.  

· Serves as resource for host/speaker management
IUCC Program Leaders / Program Seminar Coordinators
· Responsible for communicating to their members and enlisting their support to find speakers.
· Responsible for filling a pre-arranged number of slots with external and internal speakers.
· Ensure dates for potential speakers are confirmed with the Seminar Director.
· Encourage attendance at the seminar.
Host and Host’s Administrator
A.  Scheduling

· Once speakers are approved by Seminar Director, communicate with the potential speaker the open dates. The Seminar Director can supply a form letter to use.

· Once a date is chosen, communicate the agreed upon date to the Seminar Director.  
B.  Pre-Visit and Visit Arrangements

· Two to three months prior to the visit, communicate with speaker to coordinate travel arrangements, transportation in Indianapolis and to ensure that the appropriate reimbursement forms are completed prior to the visit.
· Ensure hotel reservations for speaker.
· Arrange ground travel for speaker while in Indianapolis.
· Arrange itinerary and reservations for speaker including:  a small dinner (2-3 guests plus speaker) @ reasonable cost; a luncheon for the day of the seminar with 2 – 3 faculty and speaker @ reasonable cost, and an interview schedule with speaker and various faculty members.    
· Provide the speaker’s biosketch to the IUCC Office Coordinator and to the faculty members meeting with the speaker.
· Greet the speaker at the hotel and escort the speaker to the first interview.
· Collect the remote microphone and laser pointer from the Wells Center reception area (4th floor).
· Provide for an introduction of the speaker at the seminar.

· Prepare all paperwork for reimbursement of speaker’s expenses and payment of honorarium.

· Prepare paperwork for reimbursement of the host for dinner and lunch expenses.
· Responsible for finding replacement speaker, when necessary, due to cancellations.
Speaker Responsibilities
· Provide an updated NIH biosketch to the host’s administrative office for circulation to interviewers several weeks prior to the seminar.

· Coordinate airline reservations, planning on only a 1 night stay.  Speaker should be advised to save all receipts for reimbursement and provide them to the host’s administrator as soon after the visit as possible.

· Speaker should inform the host of any special audio/video needs, and host’s administrator should arrange with PTS for special equipment beyond what is normally reserved.  A tech from PTS will assist with set-up for seminar.  Laptops are not provided unless requested in advance.
IUCC Responsibilities

· Provide SOM Departments with monthly schedules for posting.
· Maintain and update the Combined Seminar Series information on the website.
· Assist in coordinating the placement of the annual Series information.
· Email seminar information to all IUCC members and to department heads (or the assistants) on the Monday prior to the seminar for posting in their respective areas. 
· Provide seminar schedule to SOM and IUPUI for school/campus posting.
· Coordinate the seminar room reservations and PTS.  
· Coordinate and fund beverages provided at the seminar.
· Ensure payment of speaker expenses, including the honorarium, from an IUCC account.  Approximately one-half of the total cost of the series will be paid by IUCC with the remainder split among the Walther Oncology Center, the Wells Center, and Adult Hematology-Oncology.    
COMBINED SEMINAR SERIES FLOWSHEET
Please always refer to attached guidelines for the complete detailed list of responsibilities.





















Seminar Director sends dates to Program Leaders for the upcoming year





Program Leaders send dates to members for the upcoming year ��





Members contact speakers for availability   
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Members confirm date with speakers  





Seminar Director sends final information to IUCC for various publications





Seminar Director sends final confirmatory letters to all speakers by June 1. Seminar Director also requests presentation title from speaker





June – following year
















































































See also detailed list of responsibilities





Members verify seminar dates with Seminar Director
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